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RESME OF ACTIVITIES
OFFICE OF COMMUNICATTONS
PROMOTION ABL ROTATION ASSIONMANT BOAND

The Offiee of Communlcationa, Promotion snd Rotation issismment Doard was
established 30 Jctober 1951 (see TAB "A"), as a masns for devalopmant of personnel
ecompatont to administer and opersie the uulque commenlcations systerns reguired in
support of Agency operations. Tnis {8 carser nmansgement in which promotion policy
has a rightful part. -

Beard operations are governed by orecepts (see TAR "BY) whieh are desaigned to
assure scheduled gonsideration of assi mmonts znd promotions for Cemmunications
personnel. Imployee potential for sssigmment to positions ¢! increasing responsi-
bllity and requiring grester akill is reviewed thoroughly. This 18 illustrated oy
three Board agtlons (names deleted) atiached as TAE "O". Yo date, 196 setlons of
this type and 90 cases for promotion to grades below Gie7 have been processed by
the Board. Fromotion nurm 1istings have been prepared amd reviewsd for all em-
ployees in grades seven through thlrteen. Lower prades are nandled in a similar
mamner by the Adminisirative Ufflcer subject to review Ly tha iosrd, - #igher grades
are handled by the rssiastant Tirector.

TAB "i" 48 & "Some Leave and Puassigrment Tequest Form" which has proved
offentive in Hoard operations. This has been made as #imple and abbreviaied as
possible sinee it {5 balleve: that the ardueus effort required in filling out
more eomplex forms often defeats thelr purpose. 'TaR "3% i3 & pollicy stalemont
which was forwarded 'o Fleld Officer: ~'wyltaneonsly w4tk initial distributien
of TAR "pv,

COMMENTS AND COMCLASION:

l. Operations eof the Soard are extremsly sensitive sud must be handled in
strict aecord with the classiffication PPersonal -CoNFT LTI ALY,

2. Promotion and fotatlon ¢ases nust be handled oy & single Board.

3. sosrd review responsibilities must be carefully separated Irom woministirae
tive command Punctions.

ks Ageney personnel record systens must be dovised which provide absirscts
of date in a form which will expedite Board aperations.

5+ Hoard members must be prepared to davote at lesst six Bours per wesk to
Board activities. 7t is belleved that this $ime fretor cun be reduced to three
kours per week once the Board has beeome current in its cperaticns. Patlencs,
parsistence and willing sttention to details are essential attrisutes in a Soard
mombar. :

6. Present operations »7 ‘he Communicaticns Feard are compatinle with plans
for oparations af Apency Career "ervice Soards.
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7. A most encouraging response and confidenee in Potation Seard operations
nas baen expressed vy Field personnsl.

8. %mployees must not have porsonal and direat access to the toard, Any
other procedure will werk to unfalr advantags of Teadquarters personnel.

9. Board opoeraticra 2sn be ssed te markad advantage in redusing poer morsle
and dissatisfaction amons ewmployees.

10. EBoard members must at al) time reslize thelr reaponsibilitias as individuals
not a2 representatives of a special yruup or astivity.

11. Pield offigers must meet with the Goard not less than onee gagh year.
field and Division officers must bave opportuaity to concur in Board actions.

25X1C

25X1A9a

Premotion and Rotatien issigmment
offies of Tommunications
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TAB«A

28 Ssptember 1951

QFFICE OF COMMUNICATIONS OBDER NO. k-ﬁ;

SUBJECT: Persomnel Promstion, Rotation and Assigmment Seard, Establishment of

1. Communieations Memcrandum Yo. 18-51 as amended Ly nemorendum of 16
July 1951 is hereby rescinded.

2. Effestive this date there is established In the [ffice of Communications
s Personmsl Promotion, Rotation and Assignment Roard charged with responsibility
for sdvising the Assistant NMrector for Communlications in matters regarilng the
promotion :md retation of elvillan snd military personnel ssesigned to communleations
duties in the Central ntelligence Ageney. Responsibility for records and current
sotions of previsus boards will be sssused by this Zoard.

3. The following Commumisations 2fficers will serve on this Poard:

25X1A%a
Seeretary

ke In order to allow effective advance scheduling for the rotation assigmment
and promotion of personnel, the Board will maintain or cause to be malntained by
the sdministrative staf? the following informatiom

a. Tablas of Organiszation for the Office of Communieations ineluding
personnel ansigrments.

bs & tsble of positions in order of responsibility.

8. A Mle covering current position descriptions inelndimg qualifiestions
and souress of persomnel.

d. Evaluation or data for evaluation of each Individual assigned to the
Office of Communiostions, This file shall imelude Aata on education, experience,

quall fications, perfornance of duties and & log of igeney ratings by superior
efficers.

8. Information on each smployee deseribing military status, birth date
and assignmant preference.

f. Priorities for the £illing of vacant pesitions {tc be eslablished on
reguest of adminlstrative staff by the 9ffice, NMvision or Branch Chisf concerned).
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g« BSeven months in advanoe of the end of a tour of duty the administrative
staff shmll provide the following information on each mmployses

(1) Asstigneent recomsendation by the ohief comeerned.

{(2) Traiming recommandation by chief concerned and by the Chief,
Training Branch. '

{3} 2ssignwent preferences to bes sutmitied by the employee.

: he Hemes of Feadquarters persennel avallable and qualified for assizrment
overseas azhall be forwarded to the administrative staff op s continuing basis seven
months in sdvange of the date for resassipnment.

i« A Kardex file listing of perscnnel sligible for rotation, resssicnpent
or promotion based on the saven months lesd time noted under h.

5. Information sontained in perscnnel records snd T1les will be handled in
ascordance with Zganey regulations.

6. Board actions shall be limited to recormendationz on transfers and pre-
notions covering positicons grade 03«13 and beleow.

I 5<%
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TAB~B
EoEX

3 Cetober 1951
Chairman, Personnel Premotion, Hotation
and Asstigneent Hoard
Aesistant NMrecter for Communicatiuns

Guldanee for Board Aetions

The following precepts are astablished for guldance in Fersomnel Prometion,

Rotation and Assigmment Bosrd actlons:

#. Astigmments involving a change in ststion should be ascertained six
months in advance of the effective date for trensfer.

b. Hormally, overseas tours of duty shall be linited to twe yearsg
however, individusls may be reassigned to the same ares for an additionsl
tour of duty where exceptional conditisons dictate,

8, Resseigmment of individuals shall be to duties whick will brosden
thelr experience in the fleld of commusieatioms, such action being com~
sistent with the uver-all requiresents cof the O7fice of Communieations.

d. Fo individuals shall be assigned exclusively ie Headquarters trainming
instructor damo_s for a period greater than two years.

e. Personnel returning from cvorseas ray be nxpwt&é to be svailauble for
reasslgnment after three months Lassd on date of departure from sversess
post,

f. Individuals fully gqualified for promotion should be reassigned to a
slot currying sdditiomal responsibilily and the higher grads,

g+ The Committec shall establish norms for each grade which will pro~
vide a reasomable imdication as to thoee indivicusla whe shall be censidered
for prometion. These norms will be based on the following factors:

(1) Total sxperience from the time of graduation from school te the
pravsent, in years.

(2) Pormal sducation {above high schosl lsvel) including special
training to date, in years.

(3) Total 8%, CIG, OIA or related experience, in ywars.
(L) Length of time in present grade, in yesrs.

(5} Time over minimum age for pressnt grade, in years.
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(6) sge of employwe.

(7) imdividual's secres vill be based on the sum of the factors
{1) through (5).

he A mimimum age for grade level tsble is as follows:

Grade Miniwum Ape
U8l : 1% yaars
(85 20

085 n

(8=7 22

65-3 , 23

08=9 5

(18=11 28

G812 X

G913 35

The sbove.minlmum szes are to be used in computing the norma for

each grade level and im arriving at the score for each individuxl, but
are met necessarily controlling im cuses where the Board considers
that & prometion is justified.

1. Normally, Headguarters assigmments shall be limited to four years
mti“r

2. Reeommendations coverimg spproval by ithe Assistamt Direstor of requests
for traasfer from the 7ffice of Cosmunleatisns to other Agoney astivitiss shall
be made by this Board. :

B 25xiec
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